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Ui POR:  Deputy Director (Plaus)

1. There in attached s copy of my letter to the Director,
Busesy of the Budget, telungem of the application to this
Agency of the Hoover Commigsion's recommendations on peperwork
mansgenent.,

2+ The Hoover Comsission Report emphasizes the treseandous
savings which ere possible by moving {uactive gecords from sctive
office space to less expensive records center faoilities. A
review of the volume of insctive records in the Ageucy Records
Center indicates that only 1.8 percent of the 18,000 cubic feet
are from the DD/F ares. This seems to indicate the retention of
& large volume of imactive records in active office space rather
thon in the Ageney Records Contex.

3« As you doubtless realize, the benefits from a good
records digposition progren ave savings in expensive safe equip-
ment, savings in persomnel dollars, snd suvings in squase feet of
active city office space a8 opposed to removed Insxpensive storage
space in our newly established Records Center. Because of this
Agency®s particular sccurity requirements the investment in sufe
equipgsest s always » sousrce of concern. Todsy, we estimate this
investaent at Hesdquarters slone st sbout two miliion dollars.,

4. Records disposition is only one of the ways in which we
can improve our paperwork mansgenent pregram.  Boually leportant
are proper controls over records crestion snd secoprds muinteamnce
through active forms, reports and correspondence programs, and
wiiform filing systems and procedures. These progrems will provide
& well integrated system for carrying out good menagement practices.

5. The basic principles and cbjectives cited by the Hoover
Commiseion sre as sppliceble to ue ag to any other egency. The
Agency has nade insufficient progress in this arvea snd there is no
resson why we cannot improve our positios by actively epplying the
suggeations wede by experts in this field,
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fi. The facilities of the Mansgement Staff contisue to
be svailable to assist you at sny time in carrying forward
your progeem of paperwork mansgement. Please sdvise me of the
best wmy we can assist you to more effectively implement the
programi: we have developed,

SIGNED
% K, WHIIR
- (Support)
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